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A. | NTRODUCTI ON

Thi s Chapter provides basic gui dance for nmanagi ng museum
property in adm nistrative office spaces. For a broader
under st andi ng of the preservation and protection needs of
museum property, and for detailed informati on on specific
topi cs, enployees responsible for the managenment of nuseum
property should refer frequently to other chapters in this
Handbook. Refer to Chapter 411 (2.3E) of the Departnental
Manual for all standards pertaining to the display of nmuseum
property in adm nistrative office spaces.

1. Pur pose of adninistrative artwork and artifacts

Many units of the Departnent of the Interior display
museum property in office spaces (e.g., individual and
communal offices, hallways, foyers, and neeting roons).
When appropriately displayed, artwork and artifacts serve
several purposes. They provide nonents of inspiration to
enpl oyees, keeping themin touch with the resources they
of ten manage at a distance. They serve a public
relations function by comuni cating the m ssion of the
bureau to its visitors. Such use of nuseum property is
appropriate so long as basic preservation, protection,
and docunentation standards are net and practices are
fol | oned.

Bureau and/or unit planning docunents shoul d address the
use of nuseum property in office settings. Refer to the
unit's Scope of Collection Statenment (SOCS) and consult
the bureau's and/or unit's designated nuseum property
official to identify nuseum property displayed in a
particular office space. Refer to Chapter 3 for a
det ai |l ed di scussi on of SCCS.

2. Responsi bilities

The official designated to manage nmuseum property is
responsi bl e for drafting managenent docunents (i ncl uding,
in conjunction with the Museum Property Conm ttee, the
SOCS), approving the selection of artwork and artifacts
to be displayed, providing for nonitoring and recording
environnental |evels, ensuring that appropriate actions
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are taken to achieve standards, and establishing a
positive working relationship with the occupants of
of fice spaces in which artwork and artifacts are

di spl ayed.

Wil e the display of museum property in office spaces
requires judgenent and vigilance, such use need not be
burdensone to adm nistrative office staff. Enpl oyees
shoul d be able to proudly display and enjoy the bureau's
museum property while playing an active, supportive role
in ensuring its long-termpreservation. The primary
responsibilities of office occupants are described in
Figure 15.1, "Sanple Enpl oyee Responsibility Agreenent”.

3. Selecting museum property for use in office spaces

Sel ection of museum property used in office spaces should
be based on the stability of the materials, and on the
eval uation of cultural, scientific, and nonetary val ues.
Museum property that is culturally sensitive,
particularly vulnerable to the environnment, of high
scientific value, or that has donor restrictions is
generally inappropriate for use in an office setting.
The risks present in each office setting should be

eval uated; where the risk of theft, inadvertent danage,
or rate of deterioration is unacceptable, the display of
museum property in that area is not recomended.

4. Restricted use of artwork and artifacts

Museum property should be used only for display, never as
functional office equipnment. Use of a historic pot as a
paper clip holder, a textile as a throwrug, or a heavy
urn as a door stop are exanples of inappropriate use of
museum obj ects. Artifacts and artwork shoul d be

di spl ayed respectfully and in a manner that will ensure
their long-term preservation.

NOTE: Under certain circunstances, a nmuseum obj ect
(e.g., a historic couch) may serve its original function.
However, such use is inherently damagi ng, and nust neet
gui del ines for consunptive use. Refer to the Miseum
Property Handbook, Volune 11, Chapter 4, Section E
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D.

5. Display of enployee property in office spaces

Itens that are the personal property of enpl oyees are not
consi dered nmuseum property. They are not subject to the
standards, policies, and procedures that apply to bureau
museum property unless they are lent to the unit for

of ficial purposes. Refer to Miseum Property Handbook,
Vol une 11, Chapter 5. To avoid confusing governnent
property with an enpl oyee's property, it is a good
practice for enployees to provide their supervisors wth
a current inventory of personal itens |ocated in their
office. It is recommended that enployees also mark their
property in a unigue way.

MANAGEMENT OF OFFI CE ARTWORK AND ARTI FACTS

Recogni zi ng that the display of nuseum property is a
secondary function of office spaces, the Departnent of the
Interior has devel oped basic preservation and protection
standards applicable to such areas. Chapter 411 DM 2. 3E
outlines standards for managi ng admi nistrative artwork and
artifacts (refer to Appendix A, Section B of this part of the
Handbook). Were standards cannot be net and artwork or
artifacts are actively deteriorating, managenent shoul d take
action to ensure their long-term preservation. This may

i ncl ude renoving such objects fromdisplay or relocating them
to safer areas. Unit managers are required to notify the
designated reviewing official in witing when standards
cannot be net (411 DM 2. 3).

CONSERVATI ON SURVEY

Through a Conservation Survey (collection condition survey),
conservators should provide the unit a condition assessnent
of artwork and artifacts displayed in office spaces and

gui dance on setting priorities for care and conservation
treatment. Refer to Chapter 10, "Conservation Treatnent" for
addi ti onal gui dance on procuring a Conservation Survey.

SECURI TY AND FI RE PROTECTI ON
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Key control

| ssuing keys to office spaces housing nmuseum property
shoul d be strictly controlled by the use of a signed hand
recei pt. Key control procedures and accountability
shoul d be reviewed annually. Keys to display cases
shoul d be issued only by the designated official and only
to enpl oyees actively involved in the nanagenent of
museum property. Issuance and return of keys to display
cases should be tracked foll owi ng procedures recomended
in Appendix I, "Protection of Museum Property,"

Section G

Openi ng and cl osi ng procedures

Openi ng and cl osi ng procedures should be witten,
approved, and practiced. Witten procedures vary in
content and format depending on the office space being

addressed. Appendix |, "Protection of Museum Property,"
Section F, provides guidance on devel opi ng such
procedures. Item 3 of Section F discusses speci al

considerations for office areas, and suggests several
alternatives for securing areas that nmay not be "opened"
or "closed" in the conventional sense.

Openi ng and cl osing procedures for office areas should
i nclude, but may not be Iimted to, the foll ow ng:

a. a daily visual inventory of office artwork and
artifacts either by individual enployees in their own
of fices or by a designated official;

b. a process for reporting the absence of or damage to a
museum obj ect to the designated authority;

c. procedures for securing the office when the area is
| eft vacant during the day (e.g., when enpl oyees are
at lunch or attending neetings); and,

d. procedures for mtigating the inpact of Iight and
ultraviolet radiation (e.g., closing blinds or
curtains at the end of the day).
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Ener gency nanagenent procedures

If time allows in a pending disaster (e.g., storm flood,
or fire), there should be instructions in place that
provi de gui dance for the safe and secure evacuati on of
artwork and artifacts. Such instructions nmay be either
part of a unit's energency managenent plan or a stand-

al one docunent. As an exanple, one instruction m ght
direct an office occupant (if circunstances permt) to
throw a fire-retardant cover over a piece of furniture
before exiting the office, or to close the office door
behind them Refer to Chapter 12, "Miseum Property
Emergency Pl anning," for guidance on devel opi ng energency
managenent pl ans.

Security of office areas and access procedures

Witten policies and procedures for access to and
movenent of museum property should be prepared and

i npl enented. Only the designated bureau official may
approve the renoval or relocation of nuseum property from
one office to another. Refer also to Section F. 4,
"Handling Artwork and Artifacts" bel ow

Vandalismas well as theft may be a significant threat to
museum property. Assess what risks are present at the
unit and building I evel and in each office space in which
museum property will be displayed. Although access to
office areas is restricted in many units, additional
nmeasures nmay be needed in spaces where artwork and
artifacts are displ ayed.

For exanpl e, although an approved pass nay be required to
gain entry to a building, access to a division's offices
may be unrestricted. Consequently, the designated
authority may prohibit the display of artwork in that
division's reception area, or may require that displayed
artwork be fitted with a | ocal alarm device that would
alert nearby staff to a potential problem

Al ternatively, artwork m ght be displayed only in offices
| ocat ed beyond the receptionist's desk, or in offices
with | ockabl e doors. Refer to Appendix |, "Protection of
Museum Property,"” Section E for sanple access procedures.
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The designated authority may approve requests for access
to artwork and artifacts by scholars or others who neet
bureau gui delines for such access. The designated
authority should consult the office occupant to determ ne
a nutually convenient tinme to provide such access.
Requests for photographs and for perm ssion to reproduce
phot ographs of museum property in publications should be
referred to the designated authority.

Fire prevention, detection, and suppression

Snoking is prohibited in offices housi ng museum property.
In addition, sone hazardous practices, such as the use of
portabl e space heaters, should be prohibited. |If
practical, nmuseum property should be displayed only in
areas equipped with fire detection systens. Fire
suppression systens and/ or equi pnent (e.g., fire

exti ngui shers) should be appropriate to the kind of
museum property in each office space. Refer to

Chapter 11, "Museum Property and Fire Protection",
Section E, for a detailed discussion of these issues.

E.  ENVI RONMENT

Monitoring kits containing a portable thernohygroneter, and
visible and UV light neters are available to bureau units
t hrough the bureau's designated authority.

1

Rel ative hum dity and tenperature

Levels of relative humdity and tenperature shoul d be
nmoni tored and recorded. The primary consideration of
tenperature and relative humdity (RH) levels in office
spaces is the confort and health of enployees. Periodic
monitoring of tenperature and RH will indicate whether
artwork and artifacts are likely to deteriorate in a
particul ar office.

For exanple, a painting exhibited in the | obby of a

bui | ding may be exposed to drafts fromthe exterior

doors. Particularly if the building is located in a
geographic area where there is an extrene range of
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tenperature and relative humdity during the year

(e.g., blizzards in winter and high humdity in sumer),
the painting will be exposed to unacceptable
environmental fluctuations. It should be renpbved to a
nore stable area of the building, or a vestibule m ght be
installed to buffer incomng drafts.

Li ght

The visible spectrumof |ight should be nonitored for
illum nance | evel and duration, should be controll ed,

and, to the extent practical, should neet the standards
outlined in 411 DM 2. 3C(1)(C) (see also 411 DM 2. 3E(2)).
Utraviolet radiation should be controlled by a filtering
material that has UV absorbing properties. Light and U/
shoul d be controlled by closing curtains or blinds,
ensuring that UV-filtering plexiglas is used in fram ng
artwork, installing U/ filters over light fixtures and/or
w ndows, relocating or renoving artwork and artifacts
exposed to unacceptable |levels, or through other
appropriate actions. Refer to Chapter 5, "Environnental
Agents of Deterioration”

| nt eqr at ed Pest Managenent

Spaces and objects should be nonitored for pest

i nfestations, and pest control actions should be in
accordance wth the Departnental pesticide policy
outlined in 517 DM A unit's Integrated Pest Managenent
(I'PM programcan be readily expanded to include the
preservation concerns of artwork and artifacts. Refer to
Chapter 6, "Biological Infestations" for additional
informati on. Exanples of how the | PM program woul d

af fect office spaces are as foll ows:

a) Pest protection for two paintings on display in an

of fice space requires the follow ng steps: ensure
that the space and paintings are inspected for signs
of pest activity on a quarterly basis; ensure that
the person responsible for the quarterly inspection
reports any pest activity to the person havi ng pest
managenent responsibilities (e.g., facility manager);
and ensure that the pest nmanagenent person knows who
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to call for technical assistance if either painting
i s infested.

b) Pest protection for 25 Native American baskets in a
di splay case located in an office space requires the
steps outlined in the above exanple. However, in
this instance, a sticky trap should be placed in the
di splay case to facilitate nonitoring for pest
activity. On the other hand, except for periodic
housekeepi ng tasks, an | PM program for rock and
m neral specinmens and netal instrunents housed in a
di splay case is not necessary.

F. DI SPLAY TECHNI QUES

1. Displaying tw-dinensional artwork

Artwork should be secured in a frame with a protective
backi ng, and shoul d be securely hung on the wall.
WAt er col or paintings, prints, and draw ngs shoul d be
matted with archival-quality material and protected by
gl ass or other appropriate materi al.

The foll ow ng suggestions for securing two-di nmensional
artwork to walls are designed to discourage unauthorized
removal of artwork. Refer to Appendix J, "Miseum
Property Supplies and Equi pnent Sources" for vendors of
t he hardware di scussed bel ow.

a) Instead of picture hooks, two L- or cup-hooks should
be installed facing upwards. Place the picture wire
over the hooks. Center another two hooks
approximately 1/4" - 1/2" between and above the first
two, this tinme facing downwards. Renoving the
artwork requires two people, and this techni que
deters a "snatch and run" theft.

b) On the bottomcorners of the frane, attach netal tabs
with hol es that extend bel ow the bottom of the frane.
Once the frane has been hung and | evel ed, screw the
tabs into the wall. To prevent surreptitious theft,
a tanper-resistant screw nay be used. Note that this
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techni que requires the use of a screwdriver to renove
the artwork, thus delaying or preventing the renoval
of the piece in the event of a fire.

Locating artwork and artifacts in an office space

The pl acement of nuseum property should be away from
heating and air-conditioning vents, and should be such
that outside light does not fall directly on artwork and
artifacts. Three-dinensional materials should be

di spl ayed in areas that m nim ze accidental danage.

a. Analyze staff use of office spaces. Hang pictures
away from narrow and/ or heavily used thoroughfares.
When pl acing an artifact on a bookshel f, position it
as far fromthe front edge of the shelf as possible.
Do not use nmuseum property as a bookend. Protect
obj ects from being accidentally bunped, dropped,
dented, or scarred. |If food and drink are brought
into the office, make sure museum property is kept
away from possible spills or deposits. Hang
pai nti ngs safely, high above chairs and away from
doors that m ght cause danmage when opened.

b. Place artwork and artifacts away from cof fee nakers
or pieces of office equipnent that generate heat or
hum dity.

Tapestri es

Tapestries and other textiles should be hung so that
their weight is evenly distributed. Metals and untreated
wood shoul d not be in contact with the tapestry. There
are a nunber of current techniques for securing textiles
within frames or suspending themfromstretchers. It is
recommended that a conservator be consulted to determ ne
the proper display technique for tapestries.

Handl i ng artwork and artifacts

Handl i ng and dusting of nuseum property shoul d be
performed only by staff who have received appropriate
training. Miseum objects should not be idly handl ed out
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of curiosity or admration. Ofice occupants should not
attenpt to repair broken or damaged artwork or artifacts.
Pi eces of an object that have broken off shoul d be kept
with the object. Damage to nuseum property shoul d be
reported to the designated authority inmediately.

General rules and procedures should be witten to provide
gui dance on handling and housekeeping. Refer to Chapter
8, "Handling, Packing, and Shipping"” for guidance on
appropriate handling techni ques.

G DOCUMENTATI ON

The designated authority is responsible for maintaining al
records pertaining to artwork and artifacts displayed in

of fice spaces. The occupant may be provided with a copy of
the item s catalog card or other informational material that
rel ates the significance and inportance of the itens

di splayed in his/her office. The nonetary value of the

obj ects and donor or |ender information generally should not
be provided to enployees. All questions regarding artwork
and artifacts should be referred to the designated authority.

1. Lending artwork and artifacts for use in office spaces

Al'l requests for |oans should be referred to the
responsi bl e designated authority.

2. Annual inventory

On a regul ar basis determ ned by the bureau, the
designated authority is required by Departnental policy
(411 DM 3.4) to conduct an inventory to verify the
presence of all nuseum property exhibited in office
spaces. Inventory records should be updated in
conjunction with any approved rel ocation of the nuseum
property. Refer to the DO Miseum Property Handbook
Part 11, Chapter 4 for guidance on conducting the annual
I nventory.
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EMPLOYEE RESPONSI Bl LI TY AGREEMENT

I, the undersigned, agree to adhere to the policies and
procedures |isted bel ow as a condition of displaying artwork
and/ or artifacts of the (BUREAU S NAME) in the office space
that | occupy, or for which | amresponsible. | understand
that nmy responsibilities include the foll ow ng:

1. providing routine daily security for the object by:

a. confirmng that the item(s) is/are present upon ny
arrival at the office;

b. confirmng that the item(s) is/are present when
exit the office at the end of ny workday;

C. securing ny office, if equipped with a | ockable
door, when vacant; and,

d. reporting the absence of or danmage to nuseum
property to the designated authority imediately.

2. adhering to guidelines regarding the preservation and

protection of artwork and artifacts by:

a. refraining fromsnmoking in nmy office or permtting
others to do so

C. keepi ng food and drink away from artwork and
artifacts;

b. refraining fromhandling or noving artwork or

artifacts in any way w thout prior authorization
fromthe designated authority, including relocating
the itemto another office space;
C. refraining fromusing portable heating units; and,
d. refraining frominappropriate secondary use of
artwork and artifacts (e.g., as a paper clip hol der
or door stop).

3. being alert to actions or conditions that endanger
artwork and artifacts including:

a. nmovenent or relocation of non-museum persona
property (e.g., filing cabinets or chairs); or,

b. unsafe office cleaning practices (e.g., bunping into
artwork or bookcases where artifacts are | ocated
with a vacuum cl eaner, or allowing trash to
accunul ate overnight).
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Fi gure 15. la. Sanmpl e Enpl oyee Responsibility Form

15: 12 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une 1)

Chapter 15 Artwork and Artifacts in Admnistrative Ofice Spaces

4. notifying the designated authority regardi ng any
concerns about artwork and artifacts displayed in ny
of fice space, such as the follow ng:

a. extremes of tenperature and/or hum dity;
b. exposure of itenms to direct sunlight; and,
C. exposure of artwork to damagi ng or hazardous

conditions such as heat exhaust from photocopying or
fax machi nes.

5. providing the designated authority periodic access to
the office and to the artwork and artifacts displayed
therein at a mutually convenient tinme, for the foll ow ng

pur poses:

a. nmoni toring the environment;

b. i nspecting di splayed artwork and artifacts;

C. provi ding access to researchers or other persons to
whom t he designated authority has granted access;
and,

d. conducting the annual inventory.

6. notifying the designated authority no | ess than five

days i n advance of ny inpending transfer to another
office or unit.

Si gnature Dat e
O fice Cccupant

Si gnature Dat e
Unit Manager

Si gnature Dat e
Desi gnat ed Aut hority

Cat al og Nunber (s)

hj ect/ Speci nen Nane( s)
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Fi gure 15. 1b. Sanpl e Enpl oyee Responsibility Form (Conti nued)
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